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United States Employment Service Specific Aptitude Test Battery-f or 
use in selecting .inexperienced or untrained, individuals for training 
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Development of' USES, Sped f I c Apt I tude Test Battery S-217R75 . ■ 

For ' • • 

! 

Proof-Machine Operator (banking) -217.388 

RESEARCH SUMMARY «. - 

This report. describes the research, whi ch resulted In the develop- 
ment of the following Spec! flc f0t\ tude Test Battery for use In 
selecting Inexperienced or untrai ned ;1 ndi viduals for -training as 
Proof-Machine Operators:- „ /' 

Aptitudes * Cutting Scores > 



r 



v N - Numerical Aptitu.de 
• Q - Clerical Perception^ 
K - Motor Coordination 



70 
115 
95 



Sample : "« . , - ' • - '* 

Two hundred forty-three Proof-Machine Operators (246 females and 
27 males) employed' fn banks In the North, „ South and West (see 
Appendix. 2). A total Qf 116 were minority group, members ,,(61 Blacks, 
2 French Canadians, 2 American Indians, .1 Indonesian, 1 Filipino, 
2k Orientals, 23 Spanish Surnamed, and 2 unidentified) and 127 
were nonml nor.I ty group' membersi f ^ * 



Criterion : • 
Supervisory ratings. Criterion data were collected during 1973,* 
197U and 1975. * *< \ ' 



' Design : ' r ■ . • 

Concurrent. Test and criterion data were Collected at about the 
same time.— . ' 

Val Idltv : * '* o ^ • 

~Phl .coefficient for total sample «.22 (P/2 < .0005) ^ 

Pfil coefficient for Black subsample « .25 (P/2 < .025) 

Phi coefficient. for nonmlnorlty subsample » .23 (P/2 < .0*1) 

- ♦ • • c * . 
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Comparl-soh of Min ority and Nonml norttv' Gr oups : * 
No differential validity was foilnd for. this battery. The d'Ifftfr 
ence between the phi coefficients "for Black and nonml nor I ty^gfoups 
for the validation sample Is not statistically. s1$n1f Icant^CCR • ,19) 
The battery Is f aJ r to Blacks since the percent of J\tr6ks who met 
the cutting scores approximated the. percent who were In the hlgh^t 
criterion group; kS\ of the Blacks met the^puftlng score's and* 5Ut 
'were In the hlgh^crlterlon group.- 

; UOB ANALYSES \ 

i 

A job 'analysis was performed by observation of the workers' per- 
formance on the job and In consultation with the Operators' super- 
visors. . On «the basis of the job analysis, the job description 
shown In Appendix k was prepared, which was used ta-(l) select 
an experimental- sample of tipera'tbrs whoi were performing, the. job 
i.uttes; (2) choose an, appropriate criterion or measure t>f job per- 
formance; (3) determine which apt i tudes are crl 1 1 cal, * Important or ' 
Irrelevant to job performance (see Tables 1 and.l»); and U) provide 
Information on the applicability of the, test battery resulting 
from this research. ^ , . > . 

- TABLE 1 ' . { * ' * 

» ■ 

\" Qualitative Analysis • 

* Rationale 




Aptitude • \ 

• • • 

6 - General Learning Ability 



N - Numerical Apt! tude 
Q - Clerical Perception 



K - Motor' Coordination 



F - FIngef Dexterity 



Required to learn opera t) on of 
machine and correct discrepancies 
between proof machine and teller 
totals. 1 

Required to balance tapes, locate, 
correct, .record errors arid, to enter 
totalson settlement sheets • 

* ' i 

° Required to perceive accurately and 
quickly check amounts and' codes and , 
to be able to locate, <cprrj*ct and * 
record errors. { ^J r '* 

Required to read numbers' on checks 
and "record by hand numbers 'on N key- 
boanjl of proof machine. 

Required to handle check and operat- 
ing proof machine rapidly and 
accurately; ^ 



" ' * V EXPERIMENTAL TEST BATTERY ^ 

* * * 

* # * I i « 

All "12 tests of .the GATB, B-1002B, were administered. * • 

• . «• ' ' * - 

' , :* CRITERION j ! * 

The immediate supervisor rated .each "worker. The ratings were 
» obtained by means, of 'personal visits of State test development 
analysts who explained the rating procedure to the supervisors. 
Two«"ratlngs were obtained from each supervisor wi,th anjnterval 
of at least two weeks between the ratings. Since sample members' 
test scores ai'e^'conf^ dent I al ^supervisors had no , knowledge of the 
scores of the workers.. » 

. A descriptive rating scale was used.- The scale (see Appendix 3) 
consists of. six Items. Fiveof these I tern's cover different as- 
pects of job*: performance. The -sixth item is a global item op the 

'Proof Operator-vS/'al l-around ,f ability. 'Each A tern has five a.1ter- . 
native res pons es^cor res pond I ng to different degrees of job pro- 
ficiency. FqrVhe purpose of scoring the items, weights of 1 to 5 
were assigned to the responses'. The total scbre on the rating 
scale Isthe sum or* the' weights for the six items., The possible 
range for. each ^rat I ng is 6 - 30. v - \ 

. * ( 
A review of the' job description indicated that the subjects covered . 

by the rating scale were directly related to iBp^tant aspects of J 

job performance. 4 , * , * * *" 

• ■ < 

. A - Amount of work:' Proof Operators must work quickly 'and effi- v 

ciently in order to sort and record many bank transactions.. ' % 

* ... • 

B - Quality of. work: Proof Operators' work must meet the higb^ 
qual I ty standards es'tabl i shed -by the bank* 

C - Accuracy of work:. Proof Operators must avoid making mistakes 

fn the many financial transactions that are handled. f ^ 

D - 'Amot/nt of knowledge: Proof Operators must have sufficient 
knowledge of procedures and policies to perform the job ade- 
, quately. . \ . ' ^ • 



/ 



E -* Variety df job duties: Proof Operators ilfiust be ablje to perform 
many different transactions such as preparing, Incoming cash . \ 
^ letters, processing bank credit charge forms, doing miscel* 
/. laneous balancing and acting'. as. Teller'by handl.ing mail deposits 
and acknowledg/lng, recei pt of each deposit. / '. 

• ' ' *. ■':>' ' j) '/, * 

F - "All-around" ability: fgrpof Operators 7 ' ; yalue to employer fn- , k 
volves a .combination of the .aspects of*jpb performance listed a 




above. » • 



A 'reliability* coefficient of '.85 was" obta 1 ned between the Initial 
ratings and- the re-ratlngs, Indicating a< slgnl f leant .relationships 
Therefore, the final criterion score cohs4sts of the combined • 
scores of the two ratings. The poss I ble ' range for the fl>nal cri- 
terion is 12 - 60. The actual range Its 18-60. The mean Is i»3.!» 
with a standard deviation of 8.7. The relationship between the 
criterion^ and age, education and experience is shown- In Table 2. . 



TABL.E 2 



t 



Mean's., Standard Deviations (SO) and Pearson 
Product-Moment Correlations with the Crl.terJon (r) for 
Age,» Education and Experience 

Mean , . SD - £ \ _^ ■ 



Age (years) ' • •» .25.3 ^f.7." .07 

Education,' (years) .12.7 1.2 .02' 
Total Experience 3.2. i»1.9 ».27** 



(months) 

♦♦SJgnlf leant, at the .01 level *» f 



r 



About one-third of the workers are considered to be 'marginal 
workers. ;. Therefore, the criterion distribution was dichotomized 
so as to include about ohe-thlrd of the sample In the, l<ow crW 
terlon group and the remainder In the h Igh crl terl on group. The 
/ cW^*tloh cutting score^ras set at kV which places 38% in the low 
criterion group and 62% In the high criterion group.' 'It was not " 
possible to place precisely one-third of the WQr,kerik in' the low I 
criterion group because of the nature of the* criterion distribu- 
tion, . ✓ 

■ • » SAMPLE / ' ' . 

, i * t 

The Validation sample consisted of 2«r3 Proof-Machine Operators 
(216 females' and 27 mares) employed' In banks \Sn the North, South 
and West (see Appendix 2). A total of 116 were .mlnor'l ty group* 
members (61 Blacks, 2 French" Canadl ans, 2 AmerlcafX Indians, 

1 Indonesian, 1 Filipino, 2i» Orientals, 23 S,pan1 slv Surnamed, ' and 

2 unidentified), and 127 were nonml/ibr I t;y group members. The means 
and -standard deviations for age, education and " experl ence" of sam- 
ple vmembers are shown in TabKe 2. pescrlptivie statistics for sub- 



groups are shown in Appendix, 1. * y 



• i * . * • . • * * • • * 



, r -STATISTICAL RESULTS ; " 



TABLE 3 



♦ * 



' Statistical Results for Validation Sample 

^ ■• . N-2U3 • ■ . 1 

Aptitude - MgjUL ill-' Jl 

•<?- General Learning Ability 4 - 97;9 Cl\\ " '.27*** • .. - 

V - Verbal Aptitude , . „ , 99.7 15^6 -.25** 

• N - Numerical Aptitude . - .99.5- 17..-2 .29** 4 

S -„ Spatial Aptitude 98.1 19'.7 .13* 

P - Form Perception- * 119.5 18. .2k** 

Q - Clerical Perception • 12l» . 6 18. 8' .21** ' 

K -'Motor Coordination ' 1U.2 ,15.0 .08 ' 

/ . "'F - Finger Dexterity >' 1011*3 20.8 .07. 

M Manual Dexterl ty 103.5 21,9 .02 

/> * Significant at the .05 level 

, ** Significant at the ,. 01. level - 

•' " • J 

TabJe k summarizes the qualitative analysis and statl stlcal results 
' shown In Tables 1 and 3.,and shows the aptttudes considered for In- 
clusion In the battery.' /' 

•• • > TABLE k 

. Summary of Qualitative and Quantitative Data for Validation Sample 

' ' ' Aptitudes 

, — 

>ype of Evidence * . G V -Y «$ P ' Q . K F ( M. 
— --—*- — u - 

•"Crl'tlcal" on Basis' . • • . ' , 

q>t Job Analysis 

^Important" on. Basis • X / " X ' , XXX \ _J 

pf Job Anal ys| Is, • ' \ 

"Irrelevant" on Basis* * \. ' . 

of Jbb Analysis" ' v ' • ' \ ' ' 

Relatively High ^ X X \x . ' 

, Mean ■ ' % . * V . » 

- - s 

Relatively. Low Standard 

Deviation ; " 
-\ --. — - — * ; 

J. Significant Correlation ; X X X X . X X 

^ with .Criterion , 

— ---------- x------ -----»- --------------- — — ---------- ........ 

^"tltud.es Considered for. G V N S P Q K ' ' 
gj^j^clutlon In the Battery ^ - * " 



4> 



H 



The ♦! nfojtfgtit Ion in Table k« indicates that the following altitudes 
sHouJkKbe considered' fpr Inclusion in the battery: G, V, /N, >S, P; 
J^-tfnd K. The object l-ve Is to 'develop a pattery of 2, *3, or k * 
aptitudes H t h Ifcu tt ing scores set at the: point (a) where about the 
same, percent will meet t'he cutting sfcores as the percent placed In 
the jjlgh cr I terlon group and (b) which wj 1 1. maximize the relatlor^-' 
ship between the .battery and the criterion. The cutting scores" 
; are set at approximately one .s-tanda rd 'de^ i 3 t 1 on below the mean 
aptitude scores^o-f^hejs^m'ple, wl th deviations at* five pol nt . Inter- 
nals above or bel ow--1fnese points to achieve "the objectives Indl- " 
-cated above. r « ' - • • I ' , 

- ' ' " . ! ' 

The fo+T owing battery resulted: , 
» Aptitudes * ' Cutting Scores 

N - Numerical Aptitude 70 
Q - Clerical Perception '* 115 

K - Motor Coordination" ■ * . 95 , , 

' "/ VALIDITY^ OF. THE. BATTERY . . 

TABLE 5 v * ■ ' 

Validity of Battery for Tot€l Sample 

ft < 





.Below t Meet-iing 
Onttlrre 'Scores' Cuttine (Scores 


Total 


High Criterion 

Group- 
Low Crl terlon 

Grou"p 

Total 


•> 

1*7 
90 


* , 

. / 15 > 


150 
93 
2U3 



Phi coefficient = .22 ' 

SIgnlf Icancef level » P/2 < .0005 



TABLE 5a 

Validity of Battery for Black -Subsample 





t Be 1 ow 


Meet Ing 


t 


* * 


Cutting Scoxea 

* 4 


Cutting Scores Total 


High Criterion 


Ik 


• 19 


33 


« Gr>6up 








Low Cr I ter Ion 


19 ■ 


- 9 


' 28 


Group 








Total 


33 


28 


.61 



Phi coefficient = . 25 
Significance l'evel. » P/2 < .025 



1 



0 



' ' ' TABLE 5b - • . 

^ Validity of Bottpry for NonmlnorFty Subsample 

t > ■ . 

' iJ.elow Meeting^ 
. Cutting Scores Cutting Scores Total 

Hlgh*CrJterlon 22 ' 62 8l* 

Group ft 

Low Criterion 21 • ^22 U3 * 

Group 

Total .. 1*3 , 8I» 127 

Phi .coefficient « .23 * 

.Significance level - P/\ < .01 ' • 

. OCCUPATIONAL APTITUDE PATTERN . . 

/ ' ' , . 0 ' 

ThH» occupat Ion .wa,s Incorporated Into OAP-33 In Section II of the 
1970 edition of Nthe ' Manual for t he USES General Aptitude Test 
ftalfcCty wltK a "double asterisk" (**), because the aptitudes In- . 
eluded In this battery differ from those - ! n OAP-33 but a signifi- 
cant phi/ coefficient was obtained between the criterion and OAP-33 
cutting scores of N-95, P-100 and Q-105. A phi .coef f I cl ent of .15 
(p/2 <-^01) was obtained for this sample; ; . 
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APPENDIX 1 



Descriptive Statistics for Black and Nonmlnorlty Subgroups 

of Validation Sample 



Black 
(N-61) 



Variable 

Aptitude G 
Aptltude„V 
Aptitude N 
Altitude S 
Aptitude P 
Aptitude Q 
Aptitude K 
Aptitude F 
Aptitude M 
Crl terlon 
Age 

Educat Ion 

Total • 

Experience 
(months) 



Mfiaa- £12. .' F(anze 



87.0 
90.9 
♦90.3. 
87.6 
lll.li 
120.8 
111*. 9 
96.3 
95.3 
111. 9 
23.0 
12.8 
23. 6' 



Ml. 2 
11.8 
I3i9 
15.2 
16.3 

20. ''8 
13.6 

21. k 
.20.7 

9.7 
k.3 
1.1 
23.1 



60- 
72- 
63- 
61- 
8I»- 
75- 
82- 
5I»- 
l»6- 
18- 
17- 
12- 
¥• 



133 

127 

129 

12V 

l.l»7 

178 

151 

IkS 
60 
3 7 
16 

96 . 



" Nonmlnorl ty 
(N-127) 

Msan SSL RflQgfi 



101.1* 
103.1* 
.102.1 
100.9 
122.9 
126.9* 
110.5 
10l»,7' 
103 .If 
kk.3 
26.0 
, 12. U 
36.8 



15.6 
15.3 
16 .'6 
19.3 
18. l» 
17.2 
lti.* 
19.5 
21.5 
■8/6 
8.8 

i.i- 

50.5 



6I»-U9 
" 76-156 
♦55-159 
H-150 
•85-170 
88-217 
76-155 
53-15l» 
53-165 
20-60 
17-56 
8-15 
v l»-3«i8 



. -y ■ ... .. 

APPENDIX 2 
Organ lzatl.ons/'Coopera ting In the Study 

7 • • 

North ft* . < , • 

Hyde Park Bank, and Trust Company, Chicago/ ll'llnols 
Exchange National Ba*nk, *Chl cagb, Illinois 

Security National Bank, Sioux Cl-ty, Idwa 1 \ 

First National Bank, Wichita, Kansas 

Fourth National 8arik, Wichita, Kansas 

Kansas State Bank and Trust Company, Wichita, Kansas 

First National Bank of Minneapolis, Minneapolis, Minnesota 

Northwestern Natl onal Bank of Minneapolis, Minneapolis, 

Ml nnesota - » . - 

National Bank of *New Jersey, New' Brunswick, New Jersey' 
Fifth-Third Bank, Cincinnati, Ohio 
National City Bank, Cleveland, Ohio 

South . . 

Uni.on National Bank / Little Rock, Arkansas 

Ouachfta- National Bank, Monroe, Louisiana 

Deposit Guaranty National Bank, Jackson, Mississippi » 

First National Bank, Jackson, Mississippi 

Wachovia Bank and Trust Company, Raleigh, North Carolina, 

North Carolina National Bank, Raleigh, *North Carolina 

Bankers Trusty .Columbia, South Carolina 

C'and S National Bank of South Carolina, Columbia, South * 1 , 
Carol ina 

h United Virginia Bankshares, Richmond, Virginia* • • 

Fidel I ty Mat iona^ Bank, Lynchburg, Virginia 
Bank of Virginia 1 p.ompany, Richmond, Virginia 

WfiSJL * * • 

% Valley National Bank, Phoenix, Arizona * N 
Sumitomo Bank of . Ca*l i fornia, Lo£ Angeles and San Francisco, ■ 

Cal I fornia ' 1 - . „ . 

Wells Fargo Bank, Sarr Franci sco,* Ca 1 ijLornl a 

United California Bank, Los AngeJ>s^and San Francisco, California. 
•Bank of Tokyo of Call fornia, los^An*e1es and San Francisco/ 0 

Call fornia • . . * 1 ■ 

Federal Res'erve BankL-p^ San Francisco, Lss Angeled Branch, Los w 

Apgeles, Caljjforrvla • . 

Crocker Natjonal Bank, • Los Angeles California 
Ci tadel^Bgnk, Colorado Springs,, Colbrado 
Bank of Denver., Denver, .Colorado 

Central Barfk and Trust Company, Denvef Colorado , . v . - 
First National Bank, t Fort Collins, Colorado 

United Bank of For ; t Collins, Fort Collins, Colorado 4 * 

First National Bank,**Al buquerque, New Mexico \ ^ 9 ^ * x' 



\ 
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Bank .of Nei* Mexlco / Albuquerque, Mew Mexico 
American Bank of Commerce, A Vbuquerque^ -New Me'xl 
First National Sank of Oregon, Portland, Oregon 
Peoples National Bank, Seattle, -Washington 



12 - 
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U.S. DEPARTMENT OF L*BOR • MANPOWER ADMINISTRATION / 



RATING SCALE FOR 



, DESCRIPTIVE RATING SCALE 

» For 



VALIyDATipn SAMPLE 



SCORE 



D.OT. Title and Code 



*> 4 • 



Directions: Please read trie^uggestions-to Raters" and then fill in the items which follow. In making your 
rating!, only one box should be^tkreked for each question. 



SUGGESTIONS TO RATERS 



We ire asking you to rite the job performance of the people who work for you. These ratings will serve as 
•^yardstick* against which we can compare the test scores in this study. The ratings must give a true picture 
of each worker or this *tudy will have very little value. You should try to give the most accurate ratings 
possible for each -worker. ^ « 

These ratings are strictly confidential and worrt afreet your workers in any way. Neither the ratings nor 
test scores of any workers will be shown to anytfwy in your company. We are interested only in testing 
the tests " Ratings are needed only for those worajs who are in tlie test study. 

Workers who have not completed their training perfcd, or who have not been on the job or under your 
supervision lone enough for you to know how well can perform this work should not be rated. 
Please inform the test technician -about this if you aAMKffe'd to rate any such .workers. 

Complete the last question only if the worker is no longer on the job. 

■* *^ 
In making ratings, don't let general impressions or some outstanding trait affect your judgment. Try to 
forget your personal feelirfgs about the worker. Rate only on the work performed. Here are some more 
points which might help you : , ■ 

1. Please read all directions and the rating scale thoroughly before rating. . ^ — 

2. For each question compare your workers with "workers-ingeneral" in this job. That is, compare your 
workers with other workers on this job that you have known. This is very important in small plants 
where there are only a few workers. We want the ratings to be based on the same standard in all the plants. 

3. A suggested method is to rate all workers on one question at a time. The questions ask about different 
abilities of the workers. A worker may be good in one ability and poor in another: for example, a very 
slow worker may be accurate. So rate all workers on the first question, then rate all workers on the second 
question, and so on. 

4. Practice and experience usually improve a worker's skill. However, one worker with six months' experience , 
may be a better worker than another with six years' experience. Don't rate one worker as poorer than 
another merely because of a lesser amount^of experience: » 

5. Rate the; workers according to the work they have done over a period of several weeks or months. Don't 
rate just on the basis of one "good" day, or one "bad " day or some single incident. Think in terms of 
each wojrker's usual or typical performance. * ' 

ILRate only the abilities listed on the rating sheet. Do notJet factors such as cooperativeness, ability to 
^et along with others, promptness and honesty influence your ratings. Although these aspects of a wjorker 
are important, they are of no value for this study as a "yardstick" against which to compare aptitude 
test scores. 

■ \ ' « A 
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NAME OF WORKEf) (trini} 



Omt> 



Pint) 




SEX: m MAL& 



Female 



s \ 



Company Job Tit&r*. 



How often, do you see this- worker 
in a work situation? 

□ AnthetinW 

Cl Several times r day ^ 
D Several times a week/ 

□ Seldom. 



How long have ycu worked with this worker? 



D Under one month. - 

□ On$,to two rhonths. 
D Three to five months. 

□ Six months oY more. - 



A, HoVmuch can this worker get done? (Worker's ability to make efficient use of time and to work at high spetd.) 
(If itjis possible to rate only the quantity of .work which a person can do on this job as adequate, or inadequate, 
use wl to indicate "inadequate" an< #4 to indicate "adequate. 1 ') * ' 

□ 1. Capable of -very low work output. Can perform only at an unsatisfactory pace. ' - > » 
LJ 2. Capable of low Work output. Can perform at a slow pace. 
CD 3. Capable of fair work output. Can perform at an acceptable pace: 



□ 



4. Capable of high work output. Can perform at £ fast pace. 



5, Capable of very high work output. Can perform at an unusually fast pace \ ' 

How gooTiTthe quality ofjjpfk? (Worker's ability to do high-grade work which meets quality standards.) 

1. Performance is .inferior and almost never meets minimum quality standards. » 

at 



2. Performance is usually acceptable^ ut somewhat inferior in quality. 
t j 

3* Performance is acceptable .but usually not superior in quality. 
O 4. Performance is usually superior in quality. 
O 5. Performance is almost always of the highest" quality. ' ' 

C How accurate is the work? (Worker's ability to avoid making mistakes.) 

□ 1. Makes very many mistakes. Work needs constant checking. 

□ 2. Makes frequentjmistakes. Worlc needs more checking than is desirable. 

□ 3. Makes mistakes occasionally. Work needs only normal checking. . 

□ 4. Makes few mistakes. Workseldom. needs cocking. * 

□ 5. Rarely piakes a rhistake. Work almost never needs checking. 



L. 1 . 



.1 
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How much does the worker kfiow abqut the job? (Worker's understanding of the principles, equipment, materials 
and methods that have to do directly or indirectly with the work.) 



□ 1. Has very limited knowledge. Does .not know enough to do the job adequately. 

□ 2 .4hs little knowledge. Kjiows enough to get by. 

□ 3. Has moderate amount of knowledge: Knows enough to do fair work. 

□ 4. Has broad knowledge. Knows enough to do good work. % # 

□ 5. Has complete knowledge. Knows .tlfe job thoroughly. * 

* • 

E. How large a variety of job duties can the worker perform efficiently? (Worker's ability to handle several different . 
operations.) i ■ 

a - 

□ 1. Cannot perform different operations adequately, 

□ ,2. Can perform a limited number of different operations efficiently. • * t / 

<* * " * " • 

Q , 3. Can per^rm several different operations with reasonable efficiency. 

□ 4. Can perform many different ^operations efficiently. 

0„ 5. Can perform an unusually large variety of different operations efficiently. * • 

e F. Considering all^the factors already rated, and only these 'factors, hdw good is this worker? (Worker's all-around 
ability* to* do the job.) * - » )% 

Q * I. Performance usually not acceptable. 

□ 2. Performance somewhat inferior. 

□ 3. A fairly proficient worker. 
Ct 4. Performance usually superior. 

O 5. An unusually competent worker. a 

t * 
Complete the following ONLY if the worker is no longer on the job.^ 

G, What do you think is the reason this person left the job? (It is not necessary to show the official reason if you 
feel that 1 there is another reason', as this form will not be shown to anybody in the company.) 

V - - 

□ 1. Fired because of inability to do the job. , 

□ 2. Quit, and I feel that it was because of difficulty dping trje job. 

□ « 3* Fired'or laid-off for reasons other than ability to do the job (U M absenteeism, reduction injorce). 

□ 4. Quit, and I feel the reason'for quitting was not related to ability to do the job. 

□ 5. Quit or was promoted or reassigned because the worker had learned the job well and wanted to advance. 
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Proo€-Machinte Operator (banking) 217.388 



S-217R76 



JOB DUTIES 



0 



Sorts, records> and proves records of J>ank transactions such as/ 
checks, deposit si ips, and wi thdrawal slips using full or 10-key 
proof machl ne.# Prepares outgoing cash letters for mailing. Per- 
forms other related clerical duties as required. 

♦Operates proof machine to sort and record bank transactions: 
Clears machine and checks tape supply. Stacks batches of banking 
transactions for feeding into mechanisWof proof machine. Reads 
bank name or des Ignated* code numbe,r and dollar amount on the face 
of each transaction. Feu&ds items into machine to be endorsed, en- 
coded, recorded, and grouped by mach-ine. Visually locates and 
depresses keys of proof machjne to imprint values, to sort items 
Into various categories, and to reccfrd items and dollar amounts 
simultaneously on master control tape and* i ndtvi dual batch tapes. 
.Observes panel lights to detect pockets^ conta i nlng missorted 
transactions. Manually removes jn I ssorted i terns from pockets and 
serte^intp correct pockets. Observes operation of -proof machine 
to, detect malfunctioning. Reports mjj|or malfunctions to super- 
visor. Empties machine tompartments when the light on the proof 
machine ! ndi cates -the necessity of doing so and binds each ba.tch 
af transact Ifm with a rubber band. 

♦Proves records^of bank transactions: ♦ Totals tapes and locates, 
corrects arid records errors. Attaches tapes to sorted batches and 
prepares recapitulation sheets. *%fr + 

Prepares outgoing cash letters: Prepares and places copfes of 
cash letter form with barrk transactions in envelopes for filing. 

Performs otheV related clerical duties as required: Microfilms 
all items and proof machine tapes after each packet has been 
t6taled. 'Prepares i ncoming <:ash letters. Processes bank credit 
charges by typing appropriate information from creclit charge forms 
and doi ng mi seel laneous balancing. Acts as Tel ler by handl ing 
ma deposits and acknowledgi ng receipt of each deposit. 



♦TheSe duties were design^ited as critical because they must be ddne 
competently if the job is. to be performed in a satisfactory manner. 
Proof-Math ine Operators spend about 952 of their working time per- 
forming these duties. 
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